
ePASS Quick Reference Guide for County Security Delegates 
Changing an Existing Worker’s Security 

 
• Sometimes an existing worker needs their security changed.  They may need new access in 

addition to their current access or they may have changed positions in the agency resulting in 
completely different access.  The following is a step-by-step guide on how to change a 
current user’s security. 

 

1. Click on ‘Worker’ > ‘Change’ or click the  button 
 

 

Click on ‘Worker’ > ‘Change’ or the 
‘Submit Change Request’ button 
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2. Select the worker needing the change by clicking on their name.  To help filter the list, you 
can select the first letter of the worker’s last name in the ‘Last Name’ drop down. 
 

To cancel the request, click on the  button. 
 

Use the single arrow buttons:    to navigate to the next 50 records or previous 50 records. 
   

Use the double arrow buttons:    to navigate to the beginning or end of all the records. 
 

 

Click on the 
worker’s name 
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4. Determine the worker’s new security requirements.  First, enter an effective date. 
Under the ‘Access Required’ section, if you select ‘eWReports Access Only’ radio button, this 
does mean the user can only access eWReports and not any functionality of eWiSACWIS.   
‘Exactly Like the existing worker’ is used when the worker should have the exact same access 
as another existing worker in your county.  If you select this option, you are required to choose 
the worker they should be exactly like from ‘Existing Workers’ list. 
‘Other Security Requirements’ is used when a worker needs a brand new security group or 
should be like an existing worker, but also have more/less security.  This option allows you to 
select an existing worker that the worker should be like and add information regarding the 
additional requirements, or just list the other requirements without selecting an existing worker. 
‘Existing Worker’ has a filter, used by typing in any letters or numbers.  For example, you can 
search for ‘supervisor’ and it will filter all records where the worker, job class, or security group 
contains the word ‘supervisor’.  You can use the Esc or Delete keys to clear the filter.  This is 
only enabled when ‘Exactly Like’ or ‘Other Security Requirements’ is selected.    
 

Enter Effective Date or click 
on the icon to open a calendar 

Selecting ‘Exactly Like’ 
requires you to select a 
worker from the 
‘Existing Worker’ list 
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5. ‘Reports Access Information Authorizer’ is used if this person should be able to grant 
access to reports to other users in your county, select the ‘Yes’ radio button for Reports 
Access Authorizer. 

6. Once you click the  button at the bottom of the page, the request may 
be ‘fast-tracked’ if certain requirements are met, otherwise the DCFS Security Liaison will 
review and process the request.  If the Security Liaison requires more information, the 
request will be sent back to you with comments and you will receive an email alerting you 
that the request has been sent back to your queue.  Once the request has been completed, an 
automated message will be sent to the County Security Delegate, the worker, and their 
supervisor confirming the completion. 

 

 

Choose ‘Yes’ only if this user should authorize 
who receives reports in your county 

Add request comments 
(if any) and click ‘Save 
request’ to continue.  
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